
Velocity Tool
(Vendor Request Tool – Global & Local)

User Guide – Onboard or verify your data



xyz@vendor.com

**********

“Click Here” to login

To onboard as a new vendor or to verify your existing details you will receive an email invitation from Unilever, containing a 
username and password. Click on the link to login to Velocity.



Login with the credentials 
you received in the Email

Login to Velocity (if you are using the tool for the first time you will have been emailed a user name & password)



The first time you login to Velocity, you will need to change the password

Enter the Authorization 
code sent to you via email 
Then enter and confirm 
your new password.



Each time you login to Velocity, you will need to enter the Authorization Code sent to you via email 



Click on “My work” to 
see your pending tasks

Click on the pending 
task to proceed

Handy Hint: 
Please complete all 
the details within 24 
working hours (the 

longer the delay, the 
later you will be able 

to start business 
with Unilever)!

You will find the request you need to complete in the “My Work” section of the screen.



Need help? Don’t worry, you can get help by clicking on “Ask 
Velocity”. It will be available on the left side of your screen.

This will direct you to the support homepage and Chatbot.  
The homepage provides further information or you can “Ask 
Velocity” on the bottom right.

If you need more assistance, you can ask the Velocity 
Virtual Assistant. Click on “Ask Velocity” to proceed.

If you need help throughout any part of this process, please click on Ask Velocity on the left side of the screen



Click on “Continue” to proceed

Your details have been entered by Unilever.  Please review and make any required updates.

Review/enter your company 
details here 

If you select “Yes” to this 
question, you will need to enter 
additional information 

Handy Hint: 
In order to save 
your updates, all 
mandatory fields 

* on the page 
must be 

completed



Input the contact details by 
selecting the “Contact Type” 
drop down

Now enter the details of your key business contacts.

Handy Hint: 
Please ensure 

that you update 

all of the 
mandatory 

contact details

Add a new contact for each 
contact type by clicking the “Add 
Contact” button 

Click on “Continue” to proceed



Input your Bank & Tax 
details here. 

Click on “Continue” to proceed

Handy Hint: 
Please ensure all 

details are 

complete and 
correct to ensure 

a speedy on-
boarding!

To add a new Bank account/Tax 
number “Add Account/Add Tax 
Number” button 

Now enter your bank and tax details



Click “Finish” to submit the request.

Please upload all the supporting documents as indicated ….. 

Handy Hint: 
Ensure the 

documents are up 
to date and in a 
correct format 

(non-editable, less 
than 5MB)

Click on “Upload” to attach the document

Read instructions to upload the documents



Ensure you review and action all of 
the sections in this screen.

Complete your name & role and click 
on “Continue”

Read through the T’s and C’s, Responsible Sourcing Policy, and Data rules – you will only be able to proceed if you agree

Handy Hint: 
You will be 

able to 
proceed only if 

you select “I 
Agree”.



You can expand all the tabs to 
review and confirm your details. 

Review the details you have entered

Click on “Finish” to complete the 
process.



Once your request has been submitted 
this screen will be displayed. 

The request is now being reviewed by Unilever.
You will receive email notification of any further information 
required, or confirmation that the request has been approved.

Your request is now routed to Unilever for review 


